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OFFICE OF THE SECRETARY OP STATE 
DEPARTMENT OF ARCHIVES ANO niSTOR' 

RECORDS MANAGEMENT DIV~SION 
~ -. 

FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-!3M-? for instructions on completing this form. Forward signed original :O 

Department of Archives and Histor?., Records Management Division, 330 Capitol Avenue, Atlanta, Geoigia, 30334, 
Attention: Scheduling %ction. - 

~ 

I 
FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT W E  

AWriaiion mte Department o f  Transpor tat ion,  Application N u m b  
I D i v i s i o n  o f  Admin is t ra t ion  ' I -f 7cq - 

Oats Cumpistea 
-------I O f f i c e  o f  Audi ts  & F i sca l  Procedures 

2 CaDitol Sauare Aopliarion Number 

r t  f CJ z;?; 
PUG f 9 1976 I * '  

I---_ . - ____ I At lanta,  Ga.' 30334 - -- 
2. Parson to Contact Working Title Telephone Number 

3. Action Requested 
James L. Bryant Transpor tat ion Acc 

a. 
b. 

0 Estabiisn Retention Schedule; record will continue to accumulate. 
13 Dimre of wesent accumulation; no further accumulation anticipated. 

c. 0 Amend ADolication No. Check One: 0 Chanqe; 0 Super=&LO Void 
4. Dataof Series I 5. Records Series Title (followed by tide uspd in office; if different) 
Earliest 
1971 I Latest Present I Aud i t  Report Working Paper F i l e .  

I I - 
6. Division md Offia Function What is  the function of the Division and the Office in which this record series is  seated? 

D i v i s i o n  o f  Admin is t ra t ion,  O f f i c e  o f  Audi ts and F i s c a l  Procedures, I n t e r n a l  Aud i t  Uni t  
per fo rms,aud i ts  .of, t he  d i f f e r e n t  o f f i c e s  and func t ions  w i t h i n  t h e  Department o f  Trans- 
p o r t a t i o n  and repo r t s  f i n d i n g s  o f  such aud i t s  t o  the  Commissioner o f  t he  Department. 

. .  
. ,  

. .  
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r. Record Rriw Desaiption 

Documents relating to: 

Th is  file contains the following documents (include form numbersand rifles, if any): 
Attach samples of the file. 
comp i I i n g  r e p o r t s  o f  i n t e r n a  I a u d i t s  perfLrrned by  the Department. 

Working papers and background mate r ia l  suppor t ing an a u d i t  o f  an 
o f f i ce  o r  funct ion o f  the Department o f  Transpor tat ion.  

. . 
. .  

Included are: 
. .  

f i l e  is arranged: chrono I og ca.1 l y  by ' f i s c a l  year;  t he reunder  numerical  l y  by work u n i t .  
. .. 

, -  
- . I~_~ . 

I_ Monthly Reference Rate 
'' How often are records referred to which are: 

4 ; Thirteen to twenty-four months old .; One to six months old 2 ; Seven to twelve months old 2 
twentyfive months and older 7 ? - 

--- ---_.--I- - . - -- -. - 
.; Shelves ~ --;Other (spxify) 1 I. Annual Rate of Accumulation of Records 

Letter-size drawers : Legal-size drawers 

3-80-71; Raw. 7 6  . .  - (Over) 



' ' x:- - *-. 
' . "-.A.---* ---+..!. ".--L 

-h 
I 

'I,-, __ -+--,-----.- ~--__- 
rhs wries contain confidential information requiring sec'urity handling? If yes. site law oi rqtJlation;i 

* .---- --A.-------- -.&-.._.> --._ . 
. .  . .  

---,--1._- . .I__ .--.-L_--7-I_-li..--. . 

. s --.~ 

---- i@-value? ' XI ' 

mke it necessary to keep the mtire file for a long period, ~ ~ a i d  thasa 

-----_ rmJk.L+ ____ I_-. I-_I . -. 

-- =-- 0 thirserier ee&Grhgp 'If Y B ~  anac h C O W .  

ies ever analyzed'andlor recorded in a summarized repon? t 

-- ,. . I 
. .  .----__- 

icatian Of this series in your office, or in another office w agency? 
.~ ,. . .  

- - -----z---l__l_̂ .~ .. , . .- . , .- 

---.-_-- -~ ___._..__, - . . ' . 
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I . & L p ! i C t ~  . .  

~. . s series to ba kspt: 
~~ . .  

. -. . e.  ~ ~ , ~ : , ~ ~ ~ i ~ ~ ~ ~ ; ~ ~ ~ . ~ ~ ~ ~ ~ ]  
a. Stat@ Law 
b. Statute of linVation 
c. Federal lawwT 

Ana& copy or P m t  of hwur rQ@idUns. Explain adrninistrafive ne&. 

. .  . f: +%era! retantion rnstructiom . . -.A*- 
. .  

~. .~ . .  .. . .. 
..: . , . .  ~. . - .  

' . 
: ~- .. ... 

~. . .  . ,  
. .~~~ 

. .  . ,  . .  1 .A , .. 

"Federal Ai'd Highway  program Manual - ,Yo1 :'.'l, Chapter 9 , ~  Sect ion 1 . . .  
. .  * 

. -  I .  . . .  . .  , .  
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12  Dlr;&ition Inqriid.fons .This agen~y recommends that fhe szfics ba CUP off at t 
. .  . 

. . ~ .  .. 
. .  . .  . 

" . .CI ~ a c x t ~ i r  Yew: n"Fia~~ year:  o Other , ~ , n . - ~ p l ~ t j . o . ~ f - - ~ ~ ~ ~ t h e n ,  
. -  --_ 

i; . ~, . .  . .  . .  

. .  
. .  
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--.x-yeq(s!; t h m  .. 

S E?I+~ in i h i  CLcrrznt files ares'- ~ r - ~ ~ ~ ' t i i t h ( s )  - y:jr(s); 2t.m 

, ,  
TraPji4i tb I r jCSi  hok2ir.g $a;; b l d  -+----:-year(s); I 

f3:a kchives for perrn&ent . .  iaten . ~ .  

then . , ~ 

. .  ~~ 

@( T;ai:s:a q,$ta~ i&x:<s b t e r ;  hol . .  
. .  , .  

. .  

.~ 

Hold two a'udi t  f i l e s ' i n ' c u r r e n t  f i l e s  u n t i l  nex t  a u d i t  ' i s  completed then t r a n s f e r  t h e ' o l d e s t  
f i l e  t o  l o c a l  ho ld ing  area.  there i s  t o  be o n l y  one a u d i t  f i l e  s to red  i n  the  l o c a l  ho ld ing  
area. 
l y  i n  the  l o c a l  ho~ld ing 'area ' i s  t r a n s f e r r e d  t o  the' S ta te '  Records Center- for- f i v e  years. , 

A f t e r  t he  a u d i t  f i l e  i s  s to red  a t  t he .S ta te  Records Center f o r  f i v e  years i t   is destroyed. 

Whenever an a u d i t  f i l e  is t r a n s f e r r e d  t o  the l o c a l  ho ld ing  area the  a u d i t  f i l ~ e  present- 
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These instructions apply to all prior and future accumulations of the series. 


